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	REGISTRATION FORM

Course:        FILLIN   \* MERGEFORMAT 
Date(s):       
Location:       
Cost:       



Please copy for multiple registrations as this form is used to register each student & prepare the course certificates and other course materials.  Completing the course registration indicates that you agree with the terms and conditions.
	NAME: 
	     
	CHECK #:  
	     
	PO #:  
	     

	TITLE: 
	     
	Make payments to:  Concentric Management Systems, Inc.

	COMPANY:  
	     
	

	ADDRESS: 
	     
	CREDIT CARD PAYMENTS:

	

	     
	Credit Card:
	 FORMCHECKBOX 

	Visa
	 FORMCHECKBOX 

	American Express

	CITY:  


	     
	
	 FORMCHECKBOX 

	MasterCard
	 FORMCHECKBOX 

	Discover

	STATE: 
	     
	ZIP:  
	     
	
	Name on card:
	     

	EMAIL: 
	     
	Card Number:
	     

	PHONE #:  
	     
	Expiration:
	           (MM/YY)
	CCV:        
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	Card billing address:
	     

	
	
	     

	
	Signature:
	

	
	      *If paying by credit card, please mail or scan & email registration

	


TERMS & CONDITIONS

All on-site prices listed above include training material for up to 6 students.  Additional charges may apply for 7 or more students.  Discounts may be available with our pre-pay option for most on-site courses.  Registration deadline is 30 days prior to start of class unless otherwise approved by the Training Coordinator.  Please copy for multiple registrations as this form is also used to register each student & prepare the course certificates and other course materials.

Minimum public class size is generally six (6) students.  Courses with less than six (6) registered students may be postponed or cancelled at any time, at our discretion.  If a course is cancelled due to insufficient attendance, there will generally be a course scheduled soon thereafter in the same region.  There may also be courses scheduled in other regional locations.  We will make every reasonable attempt to place you in a scheduled class of your choice.  Maximum public class size is generally twenty (20) students.  There may be exceptions as deemed appropriate by the Training Coordinator.  If a course is filled, there will generally be a course scheduled soon thereafter in the same region.   There may also be courses scheduled in other regional locations.  We will make every reasonable attempt to place you in a scheduled class of your choice. 

Mail registration to:
Concentric Management Systems, Inc.
                          
266 Meeting St., Suite B
                                
 Charleston, SC 29401
Register by phone: 
(843) 469-8279
Email registration to:
 jim.thompson@cmsicharleston.com
Published prices are subject to change periodically without notification.

[next page]

TERMS & CONDITIONS (continued)
Registration: To register, complete and return a registration form for each student attendee, along with payment no later than 30 days prior to start of the class.  This date is critical, as materials for some courses must be given to attendees to study and complete before the course begins.  Your confirmation of registration will be the Registration Confirmation that will be mailed and/or emailed to you no later than the week prior to attending the course.  This may be your only confirmation and often times contains necessary information to ensure you are prepared and on time for the class.

Cancellation/Refunds: You may make substitutions at any time prior to the start of the course.  Please notify us as soon as possible. If you cancel, your written notice must be received in our office no later than 10 business days prior to the start of class. Cancellations received less than 10 business days prior to the start of class will result in a 25% cancellation fee.  Registered participants who do not attend or who cancel within 5 business days of the first course date will be liable for the entire fee.

Special Accommodations:  If special accommodations are required, you have a physical disability or English is not your primary language (i.e. you feel you need additional time to take tests/exams, etc.), you must submit a written request to Concentric Management Systems, Inc. no later than two weeks prior to the start of class.

Hotel & Other Accommodations: You are responsible for making your own travel, hotel and meal arrangements.  Recommended local lodging and other useful information regarding the area in which training is held can be sent to you upon request, although students are ultimately responsible for making their own decisions regarding services such as transport, meal, lodging and other accommodations.  Employees, agents or other contractors of Concentric Management Systems, Inc. are NOT responsible for the services provided by other organizations or service providers.
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